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SUBJ/ | MPLEMENTATI ON OF SPLI T DI SBURSEMENT PROVI S| ONS OF THE

/ LEG SLATI VE CHANGES TO THE DEPARTMENT OF DEFENSE (DOD) TRAVEL

/ CHARGE CARD PROGRAM FOR M LI TARY MEMBERS ( TRAVEL TECHNI CAL

/ MESSAGE 03-05)//

RVKS/

REF A. PUBLI C LAW 107-314, THE BOB STUVP NATI ONAL DEFENSE

AUTHORI ZATI ON ACT FOR FY 2003, SECTI ON 1008.

REF B. UNDER SECRETARY OF DEFENSE MEMORANDUM DATED APRI L 23, 2003,

SUBJECT: | MPLEMENTATI ON OF LEG SLATI VE CHANGES TO THE DEPARTMENT OF

DEFENSE (DOD) TRAVEL CHARGE CARD PROGRAM

REF C. DEPARTMENT OF DEFENSE FI NANCI AL MANAGEMENT REGULATI ON

(DODFMR), VOLUVE 9, CHAPTERS 3 AND 8.

REF D. PUBLIC LAW 105- 264, TRAVEL AND TRANSPORTATI ON REFORM ACT OF

1998.

REF E. TRAVEL TECHNI CAL MESSAGE 97-11, SUBJECT: SPLIT DI SBURSEMENT

FOR TRAVEL PAYMENTS, DTG R211108Z AUG 97.

1. THI'S MESSAGE | MPLEMENTS MANDATORY SPLI T DI SBURSEMENT AS ALLOVWED BY REF A AND
REQUI RED BY REF B. TH'S MESSAGE PROVI DES | NTER M | MPLENENTI NG GUI DANCE UNTI L

FI NAL GUI DANCE APPEARS | N REF C. THESE PROCEDURES ARE EFFECTI VE FOR TRAVEL

BEG NNI NG ON AND AFTER SEPTEMBER 1, 2003. TH'S MESSAGE APPLIES TO M LI TARY
TRAVELERS WHO HAVE THE DEFENSE TRAVEL CARD ( HEREAFTER CALLED THE TRAVEL CARD). A
SEPARATE MESSAGE | MPLEMENTI NG NEW PROCEDURES FOR SPLI T DI SBURSEMENT FOR Cl VI LI AN
TRAVELERS W LL BE PUBLI SHED AT A LATER DATE.

2. THESE PROVI S| ONS APPLY TO TEMPORARY DUTY (TDY) TRAVEL AND TO PARTI AL/ ACCRUAL
PAYMENTS FOR LONG TERM TDY. SPLIT DI SBURSEMENT |'S NOT AVAI LABLE FOR PERVANENT
CHANGE OF STATI ON (PCS) PAYMENTS. MOST LOCAL TRAVEL |'S EXEMPT FROM REQUI RED USE
OF THE TRAVEL CARD, BUT |F THE TRAVEL CARD IS USED FOR LOCAL TRAVEL, SPLIT

DI SBURSEMENT |'S TO BE USED. SINCE THERE |'S NO SPLIT DI SBURSEMENT BLOCK ON THE
SF 1164 (CLAI M FOR RElI MBURSEMENT FOR EXPENDI TURES ON OFFI Cl AL BUSI NESS) USED

TO CLAI M LOCAL TRAVEL, TRAVELERS W LL SPECI FY SPLI T DI SBURSEMENT AND THE DOLLAR
AMOUNT TO BE SENT I N BLOCK 12 OF THE SF 1164, WHEN APPROPRI ATE.

3. CURRENTLY FOR ARMY AND DEFENSE AGENCI ES SERVI CED BY THE DEFENSE FI NANCE AND
ACCOUNTI NG SERVI CE (DFAS), PARTI AL/ ACCRUAL PAYMENTS DO NOT NEED A REVI EWER S

SI GNATURE AND DATE BECAUSE THEY ARE NOT FI NAL PAYMENTS. HOWEVER, FOR TRAVEL
BEG NNI NG ON AND AFTER SEPTEMBER 1, 2003, A REVI EWVER S S| GNATURE AND DATE | 'S
REQUI RED ON PARTI AL/ ACCRUAL TDY PAYMENTS TO ENSURE THE MANDATORY SPLIT

DI SBURSEMENT PROVI SI ONS ARE FOLLOWED. THE REVI EWER FOR A PARTI AL/ ACCRUAL
PAYMENT MAY BE AT THE TRAVELER S PERMANENT DUTY STATI ON OR SOVEONE AT THE TDY
PO NT HAVI NG KNOALEDGE OF THE TRAVELER S TRIP. THE DETERM NATI ON OF WHO

W LL REVI EWA PARTI AL/ ACCRUAL CLAIM | S MADE BY THE TRAVEL ORDER- | SSUI NG

OFFI CIAL. BECAUSE OF THI S REQUI REMENT, TRAVELERS MUST ENSURE THERE IS

SUFFI Cl ENT | NFORMATI ON ON THE PARTI AL/ ACCRUAL VOUCHER FOR THE TRAVEL OFFI CE TO
CONTACT THEM AT THE TDY LOCATI ON | N CASE OF A PROBLEM W TH THE PARTI AL/ ACCRUAL
CLAI M



4. 1T 1S | MPORTANT THAT TRAVEL CORDERS CONTAI N THE PROVI SI ONS REQUI RED BY REFS C
AND D CONCERNI NG WVHETHER OR NOT THE TRAVELER HAS A TRAVEL CARD. FREQUENT
TRAVELERS ARE REQUI RED TO HAVE AND USE A TRAVEL CARD UNLESS OTHERW SE EXEMPTED
FROM USE OF THE TRAVEL CARD UNDER REF C. | NFREQUENT TRAVELERS ARE EXEMPT FROM
MANDATCRY USE OF THE TRAVEL CARD, BUT MAY USE I T ON A VOLUNTARY BASI S.
5. TRAVELERS USI NG SPLI T DI SBURSEMENT W LL RECElI VE ANY TRAVEL ENTI TLEMENTS DUE
THEM THAT ARE OVER AND ABOVE THE AMOUNTS SENT BY SPLI T DI SBURSEMENT VI A
ELECTRONI C FUNDS TRANSFER (EFT). EFT IS MANDATCORY FOR M LI TARY MEMBERS. SPLIT
DI SBURSEMENT |'S AVAI LABLE TO SEND FUNDS DI RECTLY TO THE DEFENSE TRAVEL CARD
| SSUI NG COVMPANY ONLY. SPLI'T DI SBURSEMENT |'S NOT AVAI LABLE TO SEND FUNDS TO
OTHER CHARCGE CARD COMPANI ES.
6. REF B REQUI RES THAT THE AMOUNT DESI GNATED FOR SPLI T DI SBURSEMENT | S TO
REFLECT ALL CHARGES ON THE CARD ASSCCI ATED WTH THE TRI P BEI NG SETTLED, TO
| NCLUDE THOSE FOR WHI CH RECEI PTS ARE NOT REQUI RED ( SUCH AS MEALS). TRAVELERS
MUST | DENTI FY CHARGED EXPENSES ADEQUATELY ENOUGH TO ALLOW THE
SUPERVI SOR/ REVI EMER TO DETERM NE | F THE AMOUNT LI STED TO GO TO THE CARD COVPANY
| S APPROPRIATE. I T IS THE RESPONSI Bl LI TY OF THE SUPERVI SOR/ TRAVEL APPROVI NG
OFFI Cl AL/ REVI EWER TO ENSURE THAT THE AMOUNT LI STED REPRESENTS THE CHARGES MADE
AND |'S NOT JUST A TOKEN AMOUNT. ANY ENTI TLEMENTS DUE THE TRAVELER | N
EXCESS OF THE AMOUNT LI STED WLL BE SENT TO THE TRAVELER S EFT ACCOUNT. TRAVEL
OFFI CES SHOULD NOT RESEARCH A TRAVELER S CHARGE CARD ACCOUNT THROUGH THE
ELECTRONI C ACCOUNT GOVERNMENT LEDGER SYSTEM (EAGLS) TO DETERM NE THE AMOUNT
CHARGED ON THE TRAVELER S ACCOUNT.
7. REF B DI RECTS THAT " SUPERVI SORS AND TRAVEL APPROVI NG OFFI Cl ALS SHALL RETURN
ANY CLAI M5 THAT DO NOT ACCURATELY REFLECT THE CHARGES TO BE DI SBURSED DI RECTLY
TO THE TRAVEL CARD COVPANY TO THE CLAI MANT FOR CORRECTION." REFS C AND D, AND
PARAGRAPH 3 ABOVE, REQUI RE THAT TRAVEL VOUCHERS CONTAIN A REVI EMER S SI GNATURE
AND DATE. REVIEWERS WLL ENSURE THAT BLOCK 1 ON THE DD FORM 1351-2 ( TRAVEL
VOUCHER AND SUBVOUCHER) |'S COVPLETED BEFCRE SI GNI NG AND DATI NG THE DD FORM
1351-2. BLOCK 1 MJUST HAVE AT LEAST ONE OF THE THREE BLOCKS CHECKED, AND | F THE
SPLI'T DI SBURSEMENT BLOCK | S CHECKED, A MONEY AMOUNT TO ACCURATELY REFLECT THE
CHARGES ON THE CHARCGE CARD MUST ALSO BE ENTERED. A VOUCHER |'S NOT CONSI DERED
COVPLETE AND PROPER UNLESS BLCCK 1 |'S COWLETED. I T IS UP TO THE
SUPERVI SOR/ TRAVEL APPROVI NG OFFI Cl AL/ REVI EWNER TO DETERM NE THAT | F THE TRAVELER:

A. IS NOT A TRAVEL CARD HOLDER, THE BOX FOR EFT IN BLOCK 1 IS
CHECKED.

B. HAS A TRAVEL CARD, DID THEY USE IT FOR TH S TRAVEL? | F
THE TRAVELER HAS A TRAVEL CARD AND DID NOT USE IT ON THE TRIP, THE
TRAVELER SHOULD SELECT EFT PAYMENT I N BLOCK 1.

C. HAS A TRAVEL CARD AND USED IT ON THIS TRI P, THE TRAVELER
MUST CHECK THE SPLI T DI SBURSEMENT BLOCK AND ENTER AN AMOUNT TO REFLECT CHARCES
ON THE TRAVEL CARD. THE TRAVELER MAY ENTER A SPECI FI C DOLLAR AMOUNT OR "ALL" IF
THE CHO CE |'S FOR ALL ENTI TLEMENTS TO BE SENT TO THE TRAVEL CARD COMPANY.
8. THE TRAVEL OFFICE WLL REM T FUNDS ACCCORDI NG TO THE | NSTRUCTI ONS | N BLOCK
1. |IT IS THEREFORE CRUCI AL THAT SUPERVI SORS/ TRAVEL APPROVI NG
OFFI Cl ALS/ REVI EMERS ENSURE THAT BLOCK 1 |'S PROPERLY COWPLETED BEFORE THEY S| GN
AND DATE THE TRAVEL SETTLEMENT VOUCHER. | F A TRAVEL OFFI CE RECEI VES A TRAVEL
SETTLEMENT VOUCHER THAT THE REVI EWVER HAS SI GNED AND DATED AND BLOCK 1 IS EMPTY,
THE TRAVEL OFFI CE WLL MAKE ONE ATTEMPT TO CONTACT THE TRAVELER ~ CONTACT WLL
BE BY EEMAIL I F AN E-MAIL ADDRESS | S PROVI DED, OR BY TELEPHONE | F NO
E- MAI L ADDRESS IS PROVI DED. TRAVELERS WLL BE G VEN 48 HOURS TO PROVI DE A DD
FORM 1351-2 WTH BLOCK 1 PROPERLY COVPLETED. |F NO DD FORM 1351-2 | S RECEI VED
IN THE TRAVEL OFFI CE WTHI N 48 HOURS, THE TRAVEL OFFI CE WLL RETURN THE TRAVEL
SETTLEMENT VOUCHER FOR CORRECTI ON AND RESUBM SSI ON. THE TRAVEL OFFI CE WLL
ANNCTATE ON THE RETURN LETTER THAT BLOCK 1 MJST BE COVPLETED BEFORE PAYMENT W LL
BE MADE. REVI EWERS MUST SI GN AND DATE THE CORRECTED VOUCHERS BEFORE
RESUBM SSI ON TO THE TRAVEL OFFI CE.



9. THI S MESSAGE HAS BEEN COCRDI NATED W TH THE US ARMY MAJOR COMVANDS AND THE
DEFENSE AGENCI ES.

10. PCC | S TRAVEL PAY SERVI CES, SYSTEMS AND PROCEDURES COFFI CE

DSN 699- 5372/ 5385/ 1049.
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